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Chapter 1

Getting Started

Chapter 17 Getting Started

Welcome to MAERS!

In this chapter you will learn the following:

Section 1.0 T Manual conventions

Section 1.1 7 Access to the MAERS database

Section 1.2 7 The logical sequence of data entry

Section 1.3 T Various search functions and hyperlink short cuts

Section 1.0 7 MAERS Manual Conventions

To follow along with this manual, text changes, colors, and symbols within the
sections are used to provide an alert to certain areas of instruction. Please use
the below key as you go through the manual.

Instruction Description
All fields in MAERS with a red arrow are required data

D entry fields and must be completed before a record can be
saved

1 w—) Red Numbered Arrows are used to point out details on an
image with accompanying notes

Bold References to MAERS Screen names, Tab names or Data
Fields are in bold font

Bold Italic References to MAERS Buttons are in bold italic font

Italics Special notes or tips for data entry or processes are in italic

font

AQuot eso

Quotes are used on demonstration records or examples

Yellow
Highlights

Yellow Highlights are shown on an image to draw
attention to specific details

Underline Blue

Blue hyperlinks are used to quickly navigate to other
websites or chapters/sections within this manual.

Underline Blue

Blue hyperlinks in Arial-expanded font represent any link
references in MAERS




Section 1.1 7 Access to MAERS

Requesting a MAERS User ID

If you do not have a MAERS User Access ID, please go to the State of

Mi chigands Adul t Btgh:Uwve.michigan.qovkeb. sSeléece a t
Workforce Development from the Bureaus & Agencies dropdown. Click the
Education and Training link then select Adult Education i _Providers of
Programs link. Scroll down and click the Michigan Adult Education Reporting
System (MAERS) link under the Important Program Information header. You are
now on the MAERS page of the Adult Education website. Select the User Profile
Form link, fill out the form, and follow the email instructions. Upon receipt and
approval of the form, you will then receive an email with your MAERS User
Access ID and a temporary password.

Requesting a MAERS User ID/Password Reset

If you have forgotten User ID to MAERS, please contact the MAERS Help Desk at
LEO-maers2.0@michigan.gov. If you have forgotten your password, it can be reset
upon logging into MAERS.

Accessing MAERS

If you already have your MAERS User Access ID and password, type the
following address into your URL Browser:
https://services.michworks.org/maers/plsgl/web_page.frontpage.

A sign in box will appear. Type in your MAERS Username and Password then click
Submit. (Image 1.1a)

Image 1.1a

MAERS Login

Please venfy your identity by entenng the following:

* Username. (This is

not the same as your email address)

jonesm

* Password

Y

Forgot your password? Reset it herel

Submit Reset Form

Notes:
A Atter clicking Submit, a Terms of Use Acceptance Dialog appears.
A To reset a password, click the Reset it here! link and follow the prompts

The initial page that appears after logging in is the System Notice page.
Important alerts or system changes are viewable for MAERS users. Upon


http://www.michigan.gov/leo
http://www.michigan.gov/leo
https://services.michworks.org/maers/plsql/web_page.frontpage
https://services.michworks.org/maers/plsql/web_page.frontpage

logging in, always browse these messages to stay up to date with system alerts
and changes. (Image 1.1b)

Image 1.1b

MAERS Lodeut
Data Entry Participants Provider Admin Reports Special Functions | —— 4

T Welcoms toMAERS

Latest MAERS Notices

Showing 10 2 oF 2 cxtrics searc[ ]

Notice Expiration Additional
D Date Date Attention Description it

CALLING ALL PROGRAMS .....

Please take a few minutes and run the Participant Characteristics
report (AEPARTCHAR) for the current program year and take a close
look at the Program Types counts for your program towards the bottom
of this report. 2

We are finding counts in Family Literacy, WorkPlace Literacy, and
Community Correctional programs that may be incorrect. Check the
definitions below. If you need to make any corrections on your
participant's program types, navigate to the Eligibility screen and make
any required changes on the Program Types fab.

As always, please contact MAERS at MAERS@michworks org
with any questions or assistance

More Info

. Correctional Education Program—A program
of instruction for adult criminal offenders in correctional
institutions.

. Communite( Corrections Programs—A program of
instruction for a community-based rehabilitation facility or
halfway house

- Family Literacy Program—A program with a literacy
component for parents and children or other
intergenerational literacy components

- Workplace Literacy Program---A Erogram typically
carried out in a setfing provided by the workers' employer
for the purpose of improvinﬁ productivity through the
improvement of literacy skills.

3881570625 02282019 oa/zE/z08 MAERS

MAERS Monthly Reminder

Data in MAERS should be up to date through January no later
than February 28th.

/

Please review the Data Entry Policy on the Adult Services
website.

It is also helpful at this time to schedule and view all MAERS
reports. These reports will assist in making sure all critical data
is being collected and entered into MAERS so deadlines are not
missed. Remember to use the hyperlinks within each report to
navigate to the appropriate participant screen needing the data
entry!

548593978 02082013 03032019 MAERS

=

Read about recent alerts or system changes

2. Click on the More Information link, if one is displayed, to view an
attachment

3. After reading any new MAERS notices, click on one of the tabs at the top of
the screen to begin data entry/viewing in MAERS

4. Once you navigate away from the Welcome page you can view past notices

by clicking on the Help/Info link and then the System Update

Notices link in the Special Functions tab. (Image 1.1c)




Image 1.1c
Special Functions
Adult Learning Plan

Futures for Frontliners
NRS Table #7 Data Collection
Staff Admin

e

Current System Status

Adult Education Website

MAERS Training Materials/Forms

Section 1.2 7 Sequence of Activities

There is a specific sequence of data entry that is required which allows critical
information to work in other modules of MAERS.

A Instructors and Locations must be entered first to be able to create the Class
Setups. The Instructor and Location records created allow the Class Setup
functions to work. Refer to Chapter 2; Class Functions. Once Instructors,
Locations and Classes are created, use the Class Copy functions to copy
these records into the next Program Year. Refer to Chapter 4; Class Copy
Functions.

A After the Classes are setup, Registrations, Eligibility and Pre-Tests need to
be entered. Refer to Chapter 3, Participant Functions; Section 3.0, Section
3.1 and Section 3.2 for Registration, Eligibility and Assessment instructions.

A Class Enrollments can only be done after the Eligibility for the program year is
completed. A Pre-Test is required to be done before 12 hours of instruction
and is optional for those who are only enrolled in an HSD program. The test
indicates the lowest Educational Functioning Level of the Participant which
provides information of which classes the Participant should be enrolled.
Refer to Chapter 3, Participant Functions; Section 3.3 for Class Enrollments.

A Attendance is done monthly. Refer to Chapter 3, Participant Functions;
Section 3.4 for Monthly Attendance.

A Achievements are captured and entered each program year in which a
Registration is active. These achievements are used for both Federal
Measurable Skill Gains and Section 107 performance reporting. Refer to
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Chapter 3, Participant Functions; Section 3.8 for Achievement instructions.

A Planned Gaps are entered as a holding place any time after the Registration
Date and before the Program Exit Date. Refer to Chapter 3, Participant
Functions; Section 3.6 for Planned Gaps.

A ThePostTest is entered which determines the
Gain. Refer to Chapter 3, Participant Functions; Section 3.2 for Post-Test
Assessments.

A The Program Exit data is entered after the Participant has exited their classes
and is now exiting the program. Refer to Chapter 3, Participant Functions;
Section 3.9 for Program EXxits.

A Follow Up on performance Outcome Measures can only be done once a
Participant has exited the program. Refer to Chapter 3, Participant
Functions; Section 3.9 for the Follow Up requirements.

A Class Copy functions is a tool used to set up class functions for the next
program year. Refer to Chapter 4, Class Copy Functions.

A MAERS has many available reports which will assist data entry staff in
understanding what data is due or missing. Reports can also assist in
understanding the programds performance a
USDOE National Reporting System reports are also available in MAERS.
Refer to Chapter 6 to learn how to schedule and read MAERS reports.

Section 1.3 7 Search Tools and Navigation Links

Throughout MAERS, there are numerous links and tools provided to assist in quickly
navigating to other screens and to narrow a search for specific data.



Navigation Links

Image 1.3a
1 Enter/Update Class Enrogments by Group
Class Nf Cl':a:s lns%or Term Locwﬁ Begin Cut Off End Capacity Open PY
BASIC INSTRUCTOR Open domsah ‘ 2016
AS 1 NSTRUCTOR J CENTE 07/01/201 06/30/21 0673/ 2016-
EDUCATION 100-103 MARY Entry/Exit CENTER ‘ 07/01/2016 | 06/30/2017 | 06/30/2017 | 15 15 2017
SEEe—— Room No: 13
Admit After Start? = Instructional Area  Instructional Setting Schedule Provider
\ Mon: 01:00pm - 03:00pm z X
- Adult Basic E NS A N N2
Yes Adult Basic Education | Classroom Wed: 02:00pm - 03-00pm JOHNSON AE (Code: JOHNSON2)
a S =P Class Attendance by Group
Search: ‘
# S Birth a Local < Reg Classes Sched Enroliment 2 Class Delete?
articaant Date Stud# Date Taken Hrs Date Exit Date eretns
1 BENTON, BARB 04/15/1980 EBS0 08/02/2016 1 60 Gai0aio0ie LAl (W oy O
e Delete?
2 BENTON, BILL 05151980  BBE0 09032016 1 80 00032018 A |oera02017 g L]
Delete?
DEC, EIGHT 08/08/1978 DECS 07/01/2018 3 230 07/16/2018 :] 08/30/2017 _;-) O
Delete?

The above screen shot is just one example of the various navigation links provided to
assist in moving through the MAERS system. Blue/Purple text in the body of any
screen is a hyperlink. Clicking on the hyperlink will then navigate to the corresponding
screen. (Image 1.3a)

In this screen example:

1. Class Name d t h Basit Educationo | i nk will navigate th
Update Class Information screen for this Class

2. Instructord t h ®larfi Instructoro | i nk wi | | navigate the
Instructor record in the Update Instructor Information screen

3. Locationd t h éohiison Centero | i nk wi | | navigate the

record in the Update Location screen
4. ParticipantNamei Based on what scr eParticipgntdi spl ay e
Nameolink can navigate to different screens:
AUs i n gPartrtiganii Nameolink in Class Enroliments by
Group will navigate the User to the Enter/Update Participant
Class Enrollments screen
AUs i n gPartitipanfi Nameolink in Class Attendance by
Group will navigate the User to the Enter/Update Single
Participant Attendance screen
AUs i n gParticipanfi Nameolink in the Header will navigate the
User to the Update MAERS Registration screen.




5. Attendance by Group 8 the Class Attendance by Group link will
navigate the User to the Enter/Update Class Attendance by Group
screen
The above screen is just one example of the various navigational link tools provided
to assist in navigating to other MAERS screens.

Navigation Tools

Image 1.3b

Personal | Demographic Entry Status \Barriers Jlnstr.Areas | Goals |
i |

\,\ T/}u i

|

Program Year: 2016 -2017
=D Instructional Area(s): | Select ALL Instructi Areas as i
Adult Basic Education
Adult Secondary Education .
English as a Second Language .
High School Diploma [
High School Equivalency . O
Registration Date: 08/15/2016
Created By User Last Updated By User
01/12/2018 @ 11:29:16 AM SUE JOHNSON 01/26/2021 @ 03:11:14 PM SUE E. JOHNSON

Update Reset Form Cancel

Several modules will display multiple tabs. Select the tab to open the screen.
Most modules with tabs require all the tabs to be completed before clicking
Submit or Update. (Image 1.3b)

Search Result Tools

Image 1.3c
Copy to clipboard Export to Excel Export to PDF Print  ge— 1
Show BNNES  f— 2 3 4 ey Search: l:l
Rows# Name Birth date Customer ID Address Phone In MAERS?
3 JONES, ADIA 100811675 JONAD1008 b an No
a2 JOMES, ADOLPH D2/01/1981 JONADO201 5851 Sprngfield (313) 8252008 o

Detroit, Ml 48213

S - 233 Anderson 5. [P
33 JOMES, ADOLPH D512611882 JONADO526 Pentine, M1 45342 (248) 335-3385 No

- S _ 22400 Carleton N
34 JOMES, ADRIAN M. 0211511857 JONADO215 S et [ 3T (248) 3560142 No

5 JONES, ADRIAN L D2/27/1081 JONADORZ7 14170 Lauger (313) 2725301 Mo
EE— Detrak, MI 48227

= T 17141 Joann
36 JOMNES, ADRIAN D4rZ4/1064 JONADO4Z4 Detrait. MI 48205 - Mo

1050 Bride Ave, Apt C-8

37 JONES ADRIAM R, D7/16/1973 JONADOT18 Alma, MI 48301

(950) 463-0887 No

- - 58715 Stevens -

22 JOMES, ADRIANT. D4/08/1082 JONADD4D8 ey A (310) 7403222 No
- o 24780 Samosat Trail T,

kL JOMES, ADRIAMNE L 0110811873 JONADO108 Souttfild, NI £205¢ (248) 385-1732 No

- - 15153 Rosemont
R E\ 1201 -2
40 JOMES, ADRIENNE V. DB/28/1061 JONADDaZE Detros, MI 43223 (313) Bar-2317 No

Showing 31 to 40 of 250 entries 5 == |First Previous 2 3 5 6 Next Last
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The above screen is just one example of the various search tools provided to
assist in locating specific data. Dropdowns, ascending/descending arrows,
search boxes, and page numbers are used throughout the system to allow the
user to filter the search results. Export options are also available on certain

screens. (Image 1.3c) As shown on Image 1.3c:

1. Export Options 1

Copy to Clipboard i Exports the Search Results data to the

Clipboard so it can be pasted into software like Word

A Export to Excel i Exports the Search Results to a file that can be
imported into Excel

A Export to PDF i Exports the Search Results to a .PDF file

A Printi For mat s

function

N

t he

numeric ascending/descending order

4. Search Box i1 The information entered into the Search box will look across all

Sear ch

the columns and match exactly on the text entered

5. Page Navigation Buttons:

First i Navigates to the first page

A Previous i Navigates to the previous page

A Page Numbers i Navigates to the specific page
A Next i Navigates to the next page
A Lasti Navigates to the last page

Participant Navigation Tools

Image 1.3d

Registration for: JIVES, JULIE ] \Q

1

Resul

Show Entries i Displays a view of 10, 25, 50, or 100 rows on a page
3. Column Arrows i Allows the user to sort each column in alphabetical or

ts

11
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Image 1.3e

Registration Eligibility [Assessments  |Class Enroliments Class Attendance Training Activities Planned Gaps

Program Exit Follow Up Print Registration View Participant History Enter Tickler — 9

1. Participant Navigational Bar i A drop down list located at the top of the
participant data screens (Image 1.3d)

2. Footer Navigational Buttons i Buttons located at the bottom of participant
data screens (Image 1.3e)

Both the Navigational Bar and Footer Button tools have the same functions and

can be used to easily navigate between MAERS modules for an individual

participant. Once a search has been completed on a participant, the Participant

Navigational Bar at the top of the screen or the Footer buttons at the bottom of

the screen will allow you to stay within a p

Note: The order of the data screens in both the Navigational Bar and Footer
buttons follows the data entry sequence.

Tip: The Print Registration selection from the Participant Navigational Bar and

the Footer Navigational Buttons is a printahb
registration; including personal data, assessment history, eligibility history,

achievement history, exit status, and follow up history. This can be printed

(prints up to 4 pages) and placed in the participant file with the Adult Learning

Plan (ALP). (See below image of a portion of a sample print registration screen.)

12



Registration for: JIVES, JULIE J

Y

Registration

Class Attendance
| Planned Gaps
Achievements
Program Exit
Follow Up
Print Registration
View Partiapant History
Enter Tickler

| Alternative Contacts

Program Exit Follow Up

Registration Eligibility [Assessments  |Class Enroliments

Print Registration

Class Attendance Planned Gaps
View Participant History Enter Tickler

Sample Partial Image

[ ) PERSONAL ]
Name JULIE J JIVES Student Number | JJ2017
Address
Phone | (989)626-2234 | Email | JIVES_J12@YAHOO.COM
Alt. Phone Residence MWA | 99
| DEMOGRAPHICS
Birth Date 09/09/1996 | Place of Birth hSMAGINAW’
: Age at Registration 18 Sex Female
Number of Pre-school Aged 0 Number of School-Age 0
Children Children
Veteran No Hispanic/Latino Yes
| Asian |
Race White
ENTRY STATUS
ﬂighest Equcaﬁol}gl Level G[ades 9—12 (no diploma) us Based‘.{ | Ygs
Labor Status Unemployed
BARRIERS i
Child Care | | Homeless No
Cultural Barriers No | Learning Disabled
< Long Term Unemployed
Current/Prior Foster Care Youth No (27+weeks) No
Digital Literacy | Low Income. | No
3"";::1::;’ ysicalMental Low Level of Literacy No
Displaced Homemaker | No | MigrgntlSeasonal Farm Worker | No
English Language Learmner No | Single Parent No
Exhausting TANF wi/in 2 years No | Substance Abuse
Ex-Offender | No | Transportation
INSTRUCTIONAL AREAS
Program Year: 2015-2016
=D Instructional Area(s): | Select ALL Areas as
Adult Basic Education v
Adult Secondary Education
English as a Second Language v
High School Diploma

High School Equivalency
Registration Date: 07/01/2015

GOALS

PRIMARY GOALS: Select ALL Goals as applicable. SECONDARY GOALS: Select ALL Goals as applicable.
B . GOAL | Achieve Citizenship Skills
EDUCATIONAL GAIN - Default Goals o ot T
+ Improve Basic Literacy Skills Lol LB
+ Improve English Skills Increase Involvement in Community Activities
| Participant Sefected Goals Invlvement n Chidren's Ec{gton
E:l';cl""" Ador Above 2 Giade Level (ABE Involvement in Chidren's Literacy Related
o 1 Activities
Achieve English Language Proficiency (ESL
only) Leave Public Assistance
Pass One or More Official HSE Tests Other Goal
Aftain High School Diploma Credits I1"Other Goal', please specify:
Obtain a High School Equivalency
Obtain a High School Diploma
Enroll in Postsecondary Education
Obtain Employment
Retain Employment
ASSESSMENTS
Test S
Test Test EFL Anchor  Anchor EFL EFL Gain/Loss
pyRiEs e e tare ':,’:: Type | E™U ModuleLevel |Module GainiLoss Module
2018 | 07/02/2018 | TaBE ABE/ASE | PRE | 5 | MATHEMATICS | NA | NA
2018 07/15/2018'0;\94515&1 ESL ‘PRE 4 'EgLREADmG | NA NA
2018 | 080972018 | cAsAS (EsL) ESL | POST| - |ESLREADING | 2 | ESLREADING | NA
2017| 060172016 | CASASESL) | ESL | PRE | 3 |ESLREADING | NA | NA
2016 07/0172016 | TABE(®) | ABE/ASE | PRE | 5 |MATHEMATICS | NIA | NA
2015 07012015 | CASAS(ESL) | ESL | PRE | 6 |ESLREADING | NA | NA
ELIGIBILITY HISTORY |
PY  Funding Program Types | Co-Envoliments  InIET
2018 | Federal 1 | Yes
2017 Federal 0
2018 | State & Federal 2 Yes
2015 Federal 1 Yes




Chapter 2

Class Functions
Chapter 27 Class Functions

In this chapter you will learn the following:
Section 2.0 T Where to find Class Functions
Section 2.1 17 Class Function Search
Section 2.2 T Instructor Data Entry

Section 2.3 17 Location Data Entry

Section 2.47 Setting up Classes

Section 2.07 Where to find Class Functions

Class functions are found on the Provider Admin tab. (Image 2.0a)

Image 2.0a
Participants Provider Admin Reports Special Functions
/ Instructors

Class functions operate on the Adult Education Program Year of July 151 June
30"whereas a participantos registration can

Section 2.1 7 Class Function Search

When selecting the Instructors and Locations function links, a Search Criteria
screen is displayed. (Image 2.1a)

14



Image 2.1a

* Program Year: 2022-2023 — 1

* Provider: JOHNSOM AE -

/

2

3 = | Submit | ResetForm

1. Select the Program Year from the dropdown list
2. Verify the Provider Name/Code belongs to the proper local program. If the

name displayed is incorrect, please contact the Office of Adult Education before
entering any data into MAERS.

3. Click on Submit to view the search results

Section 2.2 7 Instructor Data Entry

Click on the Instructors link within the Provider Admin tab. After a search is
completed, search results will show as follows:

Image 2.2a

Instructor Search Results

Program Year: Provider:
2012-2013 AURA LEARNING (Code: T0002)

Click on the ‘Instructor’ column to update the existing Instructor record.

Show entries Search:
Row# . Instructor > Local Instructor No Instr. Areas ¢ Position * Status
1 1 JOHNS, JOHN AL-00D2 HSD Unpaid Volunteer Active
2 LEE, LARRY AL-0005 ABE Full Time Inactive
3 MILLER, MARY AL-DDD4 ABE, HSD Full Time Active

) —p  Add Instructor New Search

1. To view or wupdate an exi stlisimurtoi Nasnead uct or
link from the Instructor column (Image 2.2a)

2. To create a new instructor record, click on the Add Instructor button
(Image 2.2a)

15



Al fields with a red arrow = are required data entry fields and must be completed.
The following is a description of the required fields (Image 2.2b):

Local Instructor Number T The local program assigns an ID number for the
instructor. The number must be a unique and does not change.
| egal

A

Too T To I

oo o Io Do Do

Image 2.2b

= Local Instructor Number:

AL-0004

=> First Name: Mary

= Last Name: Miller

Middle Initial:

= Highest Degree Completed:

= Position Type:

= Instructional Experience:

Highly Qualified: Oves OnNo

Tutoring Position: Oves OnNo
Select ALL Certifications as applicable.
No Certification (|

= Certifications: Adult Education Certification 77|

(Note: One or MORE Certifications may be selected): K:12 Ceriification ]
Special Education Cerification ]:]
TESOL Certification v

License Number:
Select ALL i Areas as i
Adult Basic Education ¥

= Instructional Area(s): Adult Secondary Education O

(Note: One or MORE Instructional Areas may be selected) English as a Second Language O
High School Diploma Wl
High School Equivalency O

= Status:

Record Created on:

Record Last Updated on:

Record Last Updated by:

— Submit Reset Form Cancel

—mlly Submit and Create New

FirstNamei |l nstructorod6s full

LastNameil nstructor 6s
Middle InitialT Il nstructor s mi dd|
Highest Degree Completed i Dropdown list includes No Degree, High
School Equivalency, High School Diploma, Certificate, Associates,

Bachelors, Masters, and Doctorate

Position Type i Dropdown list includes Full Time, Part Time, and Unpaid

Volunteer

Instructional Experience i Dropdown list includes Less than one year,

One to three years, and More than three years

Highly Qualified i Highly qualified is based on Michigan Department of

Education Guidelines (optional)

Tutoring Position T The position provides tutoring services; typically found at

a Literacy Council (optional)

Certifications 7 Select all current certifications the instructor has earned
nstructor os

License Numberi The i
License Number (optional)

| egal

name

(optic

Depart



A Instructional Area(s) i Select all instructional areas the instructor is qualified

to teach

A Statusi This is the instructorés current

used to create class setup records.

1. Click Submit to save a new record. Click Update to update an existing

record

2. Click Submit and Create New to save a new or updated record. This clears
the screen so another new Instructor record can be added.

To copy an instructor record from the previous year, refer to Chapter 4; Class Copy

Functions.

Section 2.31 Location Data Entry

Click on the Location link within the Provider Admin tab. After a search is
completed as described above, the search results will show as follows:

Image 2.3a

Location Search Results

Program Year: Provider:
2012-2013 AURA LEARNING (Code: T0002)

Click on the 'Location’ column to update the existing Location record.

Copy to clipboard Exportto Excel Exportto PDF Print

Show |10 ¥ entries

1 AURA LEARNING CENTER 1 JOHNS, JOHN

AURA COMMUNITY CENTER 1 KIMMERS, KIM

\ KLINE, KERRY

Showing 1 to 3 of 3 entries 1

3 AURA HIGH SCHOOL 1

Row# Location Primary Contact Contact Phone

Search
Mailing Address Status

Inactive

Active

Active

2—®  Add Location New Search

1. To view or wupdate an
link from the Location column (Image 2.3a)

e X

st Latatioh Maonad i

2. To create a new location record, click on the Add Location button (Image

2.3a)

17
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Image 2.3b

= First Name:
= Last Name:
= Phone:

Fax

= EMail:

> Status:
Record Created on
Record Last Updated on

Record Last Updated by:

1 ——  Update

Update Location for PY 2012-2013

Provider:
AURALEARNNG

Program Year:

Location D:
Cooe: T002) | 1078017234

= Location Name: AURA COMMUNITY CENTER 1

Primary Contact

KIM
KIMMERS

(989) 642-3333

KKIMMERS@AURA.COM
Status

Active ¥

Reset Form Cancel
Submit and Create New

§ ol

Delete

= Street Address 1:
Street Address 2:

= City:

= State:

= County

Same as Physical Address:
Street Address 1:

Street Address 2:

City:

State:

Physical Address

11240 Swan Creek

Lansing
MI
INGHAN
Mailing Address
m]
11240 Swan Creek

Lansing

MI

= Zip: 48913

Zip: 48913

Al fields with a red arrow = are required data entry fields and must be completed.
The following is a description of the required fields (Image 2.3b):

A Location Name i This is the local program assigned name for the location. It

must be a unique name.

Statusi T h i

o Do To To Do To Do P>

S is the

with the Physical Address.
A Street Address 17 The mailing address of the location to also include City,
State and Zip code

Click Submit to save a new record. Click Update to update an existing record

| ocat

used to create class setup records.
Street Address 11 The physical address of the location to also include City,
State and Zip code
Same as Physical Address i Check this box if the mailing and physical

addresses are the same. This will automatically prefill the Mailing Address

First Name i First name of the location contact person
Last Name i Last name of the location contact person
Phone i Phone number of the location contact person
Fax T Fax number of the location contact person (optional)
E-Mail 1 E-mail address of the location contact person

i onbds

current

2. Click Save and Create New to save new or updated data, and to load an
empty screen to add another new location record

To copy a location record from the previous year, refer to Chapter 4; Class Copy

Function.
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Section 2.41 Setting Up Classes

When selecting the Class Setup link, a Search Criteria screen is displayed. (Image

2.4a)
Image 2.4a
* Program Year: 2022-2023 Ap—
* Provider: JOHNSON AE A D
* Class Location: ALL MY PROVIDER CLASS LOCATIONS —

* Teacher: ALL MY PROVIDER TEACHERS 3

Instructicnal Areas (selecting none is the same as selecting all) /

[J | ABE (Adult Basic Education) | | HSD (High School Diploma)
|
|

| | ASE (Adult Secondary Education)

| | HSE {High School Equivalency)

| | ESL (English as a Second Language)

L — Submit = Reset Form

1. Select the Program Year from the dropdown list

2. Verify the Provider Name/Code belongs to the proper local program. If the
name displayed is incorrect, please contact the Adult Education office before

entering any data into MAERS.

3. To narrow the search results, select an active record from one or more of the

available dropdown lists and/or select a specific Instructional Area. To
display all classes, leave the dropdown selections set to Any.
4. Click on Submit to view the search results
After a search is completed, search results will show as follows:

Class Search Results
Class Setup
Program Year: Provider: Class Instructor: Class Location: Class Instructional Area:
2017-2018 FISHER ADULT EDUCATION (Code: FAE13) Any Instructor Any Location Any Instructional Area

Click on the 'Class Id" column to update the existing Class record.

Show entries Search:
Schedule
# | Classid  ClassName  ClassNo  Instructor  Location ~ Room | #Enrolled  Term  Instr.Area | Status
Sun  Mon  Tue  Wed  Thu  Fri  Sat | FLEX
1 1213758835 | ABE 100 FsHER,BoB | FISHER 1 ) o) ABE Active 5 X
- ACADEMY EntryEsit
- o FISHER Open
2 | 1zmavseser | Ase 1| 300400 msier.gos | FSHER | o 0 e [ a=s Actve - - x
g [ e FISHER FISHER 3 Open 2
3. | szravsesso | Esi 100300 i I e | 8 0 i Actve - - - x
FISHER Open
1213758084 A 5 = E 2
4 ua7seses | HsD 300400 sier.sos | PSR |4 o e | #e0 Actve x
. & FISHER Open
758 3 FISHER, BO . - - - - E
5. | aziavsesen | s 100 isher.gos | FOHER | g 3 i | VEE Actv x

Showing 1 to 5 of 5 entries

S =2

Add Class New Search

1. To view or update an exi sClass gDolnk feom s

the Class ID column (Image 2.4b)
2. To create a new class record, click on the Add Class button (Image 2.4b)
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Image 2.4c

The class setup screen is divided into three tabs. All three tabs are part of one
record. Data entered will remain on all tabs until either Submit, Update or Save
and Create New is clicked. Clicking on Cancel or the back button will not save
the entered data. (Image 2.4c)

All fields with a red arrow = are required data entry fields and must be completed. The
following is a description of the required fields:

General Information tab:

A

To o To Do I

Class Name 1 This is the local program assigned name for the class. It
must be a unique name.
Class Number i This is the local program assigned number for the class
Class Description i Description of the curriculum to be used in the class
Capacity i Number of seats available in the class
Schedule Hours i Number of hours the class is scheduled to meet for the
term
Instruction Method i Dropdown list includes Classroom,
Classroom/Distance Education, Distance Education, Learning Lab,
Learning Lab/Distance Education, and Tutoring
Instructional Area i The course of instruction taught within the class.

o Only one instructional area can be selected.
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